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NEMORANDUM FOR THE CHIEF, ADMINISTRATION AND HERVIUES
ATTENIION: Ohdef, Personnsl Division, 030

Subjests 080 Testing Program=-Clerical
Ewployees and Desk Audits,

25X1A%9a

1, 1 discussed the above mubjeocts with
tive for AN on 4 Pebruary 1948, at which time the folls
wers agreed upons

8. All 030 stensgraphis and elerisal personmwel being initielly
enpioyed Ly 050 will be tested for meshanical prefietensy Yy Porsornel
Branch, ClA.

e ALl QS0 ' phummmu conaidered
for proamotion will he tested hy the 080 i Divisien, Ghief,
Peysonnel Branch, CIi, will furnish the necessary tests snd methods of

grading, However, such tests will be graded Ly the 030 Personiel Division
?;ahwﬁlﬁﬁt ino vhether or mot smpleysos meat the necssssry atandards
P prromoy »

(1) Generslly mo 030 emplayes whe has not attained a satis~
factory wvating in the olerical tests will be prancted. Howewver, axy
waiver of inadequate test results deemsd operatiomally sound, expedient,
and for the good of the servide will be mede only Iy ADSO porsenslly,

Regk_Audits.
8, The Chief, Persormel Division, 030, will conduct necessary
desk audlitz in 050 to imsurc that smployces ave oarrying out the duties and

rasponsibilibies ast forth in their respective job sheets and that such
funetions are gozmsnsurste with their prade level,

2, The Exsouiive Gfficer, 030, will work out the nacessary arrange-
meats for the shove pregram with the Chief, Parsonnel Division, 080, and

DONALD . GALLOWAY
Asalatent, Direstor
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